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Security Investigative Form Preparation Instructions 

Obtain all the following forms from your Regional Security Officer or representative, servicing 
personnel office, or USGS contract sponsor and follow the processing instructions provided by 
them, in addition to those cited below. Attached is a copy of each form except for the Position 
Designation Record. Forms are subject to change. 

Position Designation Record 

When a Secret or DOE "L" security clearance is requested for an employee, a copy of the 
Position Designation Record must be submitted with the security forms package. The supervisor 
or program manager is responsible for completing the Position Designation Record. The 
Position Designation Record form and instructions for completing the form can be obtained 
the Human Resources Office. 

9-3056, USGS Personnel Security Action Request 

This request form is to be filled out by the individual's supervisor of record or USGS contractor 
sponsor. Coordinate preparation of this form with your Regional Security Officer or servicing 
personnel office. Complete all entries. A check of the Official Personnel Folder for employees 
must be conducted to determine if an investigation has been completed within the past 5 years. 
Refer to the charts in the Security Investigative Form Requirements (Appendix B), which 
indicate the investigation required for each type of clearance or designation. Please ensure that 
an appropriate account number is used and that funds have been obligated. Your Regional 
Security Officer has the most recent billing information for each type of investigation. The 
justification for a security clearance must be unclassified, thorough, and concise. 

SF-86 SF-86A (Revised 9/95) Questionnaire for National Security Positions 

Carefully read the information provided in the SF-86 SF-86A. Follow the instructions 
provided with the SF-86 and SF-86A fully. For Single Scope Background Investigations 

only, the following questions on the SF-86 should be answered with a ten (10) year time 
frame for the investigative case to be consistent with requirements under E.O. 12968. 

Question Number Question 

9 Where You Have Lived 
10 Where You Went to School 
11 Your Employment Activities 
22 Your Employment Record 

29 
23 (e Your Police Record 

Public Record Civil Court Actions 
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SF-86 SF-86A - Questionnaire for National Security Positions -

All entries on the SF-86 SF-86A must be correct and complete. All information must 
be TYPED or LEGIBLY PRINTED (care should be taken that numbers and letters are 
clearly formed to avoid error). If hand-printed, blue or black ink must be used. All 
corrections to include items that have been corrected with correction fluid must be 
initialed. 

All date information must have the beginning and ending MONTH and YEAR. 

All 5-digit zip codes for each activity must be complete, accurate, and included; 
otherwise, the Office of Personnel Management cannot schedule the investigation. 

For questions 5, 15, and 18, indicate if not applicable. 

If you answer yes to question 21, please complete the last page, "Authorization for 
Release of Medical Information." 

All signatures on the SF-86 must be your FULL NAME. The Security Management 
Office must receive the SF-86 within 60 days of the date the form was signed. All 
information requested on the SF-86 and SF-86A is essential for the expeditious 
scheduling and processing of cases. Improper completion or omission can result in 
misscheduling and delaying the investigation. The Office of Personnel Management will 
return the case papers for improper completion. Your Regional Security Officer, 
representative, or your servicing personnel office will complete the "Agency Use Only" 
section of the SF-86. 

SF-85P SF-86A (Revised 9/95) - Questionnaire for Public Trust Positions 

Carefully read the information provided in the SF-85P and SF-86A. Follow the 
instructions fully. All information requested on the SF-85P and SF-86A is essential for 
the expeditious scheduling and processing of cases. Improper completion or omission 
can result in misscheduling and delaying the investigation. The Office of Personnel 
Management will return the case papers for improper completion. Your Regional 
Security Officer will complete the "Agency Use Only" section of the SF-85P. 

All entries on the SF-85P and SF-86A must be correct and complete. All information 
must be TYPED or LEGIBLY PRINTED (care should be taken that numbers and letters 
are clearly formed to avoid error). If hand-printed, blue or black ink must be used. All 
corrections to include items that have been corrected with correction fluid must be 
initialed. 

All date information must have the beginning and ending MONTH and YEAR. 




















































































